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APPLICATION FOR RECORDS RETENTION SCHEDULE DRt O A o ST
f 8 507/8—12 RECORDS MANAGEMENT DIVISION

INSTRUCﬂONS See Publication No. 76—-RM—1 for instructions on completing this form. Forward signld original to
Department of Archives and Hustory, Records Management Division, 330 Capitol Avenuf Atlanta, Georgia, 30334,
Attention: Scheduling Section. |

P

FOR AGENCY USE 1. Agency Address - - o FOR RECORDS MANAGEMENT ush
Appiicstion Dete - 1 Office of Oa'nptroller General - Ins. Dept Aeplicstion Number
Agents Licensing Division 8 5-— 6 8
: - Carmputer Operations ‘ - -
Application Numbar Rm. 616, West Tower, Floyd Bldg. Date meog Date Complateq
, Atlanta, GA 30334 ‘ JUL 181985 jgpor 9 1985
2. Person to Contact - R - Working Tite Telephons Number
Debbie Richardson - - Computer Operations Supervisor 656-2100

3 Action Requested ' 'g.
8. (X Estaousn Retention Schadule; record will oontinue to mmulatl
b. .0J Disposs of presant accumulation; no furthar sccumulation anticipsted.
0 Amend A One: O Changg__gigereeda 0O Void

4. Dates of Series 5. Rmdl &fiu 'I'Itlc {followed by title used in off:ce, if diffarent)

Earliest - Latest
July 1983 | To Date Annual Renewal of Agents Certif:l.cate of Authorities - Listings:
8. Division and Office Funcﬁon ;“ \'mat is the function of tha Diwsion and tha Oﬁioe In whtch this record series is created?

The Agents ernsing Dlvision is r%ponsible for the legal licensing of agents, counselors,
brokers and adjusters for all classes of insurance by strict enforcement of the
qualification requmanents for all applicants.

The Computer Operatioris Section is responsible for batching and processing first-time
license applications, renewals, certificate of authority request and annual listings,
re-examination permits, permit renewals, bad checks, redeposits and refunds and balancing
such with the Fiscal Department. The section also processes all insurance examinations
and issues and prints licenses, failure notices, permits and letters of certification/
clearance letters to agents applying for licenses in other states.

7. Record Series Description This file contains the following documents finclude form numbers and titles, if any):
' Attach samples of the file,

Documents relating to: renewing or cancelllng' certificate of authority pcwers already
on file for specific campanies.

Included are: Annual Ocmputer Printout OGCA0010 - R1 - Reqm51tion for
- MAgents Certificate of Authority Powers:

- Batch Control Sheet, Batch Balance List, and Batch Extract Lists

Ca e dmene - L e ae -

Fili i gmngad:

e - —

_‘ * chro “:ilogically by Fiscal Yer; theremder nmbenoally cbx
8 Monthly Rofonnoa tho 7 '_ How often an records referrodtowhtch are: . :

One to six monthsold &~ .7 Savan to twelve months old __3_._3 Thirteen to twenty-four month: oid
twenty-five months andolder__0 . ? - |

9. Annual Rate of Accurulstion of Reeords — =~ - L - e T
Lettes-size drawers Lml-tl;o drqvm —ci 2 . ;Othorhpocify)

AR-80-71; Rev.78 F~ L % {Over)

e .



: . ~ - J S = g e < , A v mr
f YES | NO_| 10. Questionnaire _ (Place an:] in the proper column) o, —
X a. ls this the official copy of the series?
If not, where is it?
: X b. Does the series contain confidential mformatuon requiring sacurity handling? If ves, ctto Iaw or tegulatuon
X_| ¢ Is this 8 vital record? . ‘
X d. Does this series have historical or !oggterm research value? :
X a. When one or two documants in the file make it necessary to keep the entire file for a long period, could thase
documants be scheduled separateiv? -
; X _{_f. 1sthe information contained in this series ever published? 1t ves. attach conyv. .
X g. Is the information contained in this series ever analyzed and/or recordod in 8 summarized report?
: If ves. attach copy,
: X h. ls there & duplication of this series in your offlce of in another offiea or agancy?
; M vas, whera? .
' X _1 i Isthis saries for 2 major portion of it) requiarly microfilmad? : —
X _i._Does the record serias rasult in a comouter printout? : v »
11. Retantion Requirements *Tha following requires the series to be kept' -
a. State Law O _van. - d Avditperlod <+ oo e L yers.-
b. Statute of limitation ‘ 2 years. e, Admlmstratlve need PIEE 2 31 years.

¢. Federal law 0 vears. © §. Federal rtpan_tioh instructions 0 years,
' * See attached Sheet .

Attach copy or excerpt of laws or regulations. Explain administrative need. ' )
Information is needed to verify receipt of payments, and for reference :Ln ‘the event a 11cense
is not renewed in one year, but renewal is requested in a subsequent year. also used in the
event legal action is initiated against agents who have not acquired the proper licenses or
certificates of authority.

12. Aooroved Disposition Instructions  This agency recommends that the file series be cut otf at the end of each:
01 Calendar Year; &f Fiscal vear; 3 Other __then,

X Hold in the current files area __ 6 ___ month(s)
O Transfer to ocal holding area, hold year(s); then
X Transfer to State Records Center; hold 3. .. year(s); then
X Destray.

O Transfer to State Archives for permanent retention. '

O Other (Specify) '

year{s); then |
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Thesa instructions apply to all prior and future accumulations of the serias.
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Date Records Managenynt Offiger (Signature) ' Date

m Records commmu (Slgmtun} Date

graph Iéir__egpgfovod. o State Auditor/Designee ‘m I ¢S85

(f disspproved, attach letter [~ e -
of explanation} - . . ] "Sacretary of Stats/Designes W Ut dorn~— : ?/"/ "

85-¢9 < 1
B R Attornay General/Desl é 5%5 O Q%KJ ‘
— AR= ; 1. Rev, 76 - - 9""15 rored DI _ T _ » 7 S N .
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Addition to item 11b. ' |

. | J . !
These files can be used in the event a person is charged with selling insurance
without the proper licenses or authqrityﬂ The charge, according to 0.C.G.A.
33-5-3, would be a misdemeanor. According to O. C. G. A. 17-3-1, the statute
of limitation on a misdemeanor is two years.

b

(The above alterat&on to the schedule was madelby Harmon Smith and Charles
Saxon b sed on authority granted to Harmon Smith by he Comptroller General's
records officer Mickey Anderson in a telephone conversation July 30, 1985.)




